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OFFICE OPERATIONS ARD ADMINIBTRATIVE FILE

betically by subject matter.
(1949-1961)
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Used in support of sudlt determlmntions.
Flled by type of record, by fimeal year and
chranologically thereunder.

TEMPORARY. Destroy when 3 years old.
{Cut off at end of each year; destroy
3 years thereafter.)

TEMPORARY. Destroy when 1 year old.
(Cut off file st end of each year;
destroy one year thereafter.)

FERMANENT, Disposal nol authorised.
(Pile in inactive file when balances
are reconclled.) Retain for audit
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TEMPORARY. Destroy when inforsmtlon
ia cbhanletse ov when nn lonsew nasdad
[ for reference purposes.
13 WIREING PILES
Congists of working pspers, reports, 16. TEMPORARY, Destroy when po longer
25X1 needed for reference purposes.
ik MAIL CONTROL FILE
Consists of a typewritten record of the .5 TEMPORARY. Destroy sben 1 year old.
receipt and dispatch of incoming and out-
#olng mall. log lodicates aﬂﬁm&e o
recipient, subject matter, date, and
disposition made of the correspomdence.
Arranged chromologically.
(1960~1.961)
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15 EEFERENCE PUBLICATIONS
Consists of publicetions seinbained 2h.0 TEMFORARY. Destroy when obsolete or
prizerily for reference purposes. Included no lovger peeded for reference
25X1 Burposes.
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